State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 0300-1139-003 50000331 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DES / Admin & Program Control
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Joanna Gonzales SSMI
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 07/27/2012
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the direction of the Administration and Program Control Branch Chief, the incumbent
performs advanced and difficult journey level tasks for the Division. The Incumbent must
demonstrate a high degree of initiative and independence in performing assigned tasks with the
ability to use good judgment, and tact, and recognize high priority in exercising discretion in
sensitive and confidential matters.

ESSENTIAL FUNCTIONS

This position requires the incumbent to possess a working knowledge of Department policies and
procedures; work cooperatively with others at all levels within the Department; ability to work
under pressure and time constraints; handle changing priorities; ensure that a high level of quality
service is being provided to Management staff; and excellent communication skills. Additionally,
the incumbent must maintain consistent, regular, and predictable attendance. The specific
essential functions are:

45% Provide clerical and administrative support to the Chief, Administration and Program Control

Branch and to the Branch Chiefs (BC) who are assigned to the Office of Environmental Compliance.
Using a variety of software programs such as Microsoft Word, Excel, Outlook, and Power Point,
review and prepare memoranda, letters, reports, and other documents from written material. Type
all outgoing correspondence and documents that may have been prepared by other staff members
for the signature of the Chief or higher levels of the Department. Ensure conformance with
Departmental standards, consistency with administrative policy, as well as format, surname
signatures, and grammatical construction and spelling are accurate; maintain a control system for
locating correspondence for signature. Manage the BC's calendars, schedule appointments, and
arrange meetings with departmental staff, public or private organizations, and other State, local, or
federal agencies. Make travel arrangements; prepare in-State and out-of-State travel expense
claims, conference attendance requests, and training requests for the Chiefs in compliance with
Department standards and guidelines.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE

Joanna Gonzales >

EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 0300-1139-003 50000331 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

DES / Admin & Program Control

Percent of
Time

Activity

40%

10%

15%

5%

5%

Serve as the Time Recorder for the Division and liaison to the Human Resources Payroll Office.
Notify supervisors of time approval deadlines, corrects time entries in SAP, run and analyze
various reports such as the ZDUN report to notify supervisors of unapproved time; prepare
documentation associated with time recording changes in SAP, research and analyze issues
concerning employees' time, attendance, and leave balances; assist staff with time entry; makes
corrections upon direction of human resources staff; timely reconciliation of all attendance related
issues with the appropriate Human Resources Office staff; coordinate with staff, Assistant
Administrative Officers, and Human Resources staff as appropriate on various long-term leaves
concerning Division staff.

Serve as back up to the Training Coordinator in his/her absence or during heavy workloads; act as
advisor and source of training information to staff and management in the preparation of training
plans; prepare annual A&D Compliance Report for management's approval, and perform all related
actions in SAP; prepare, monitor, and process all training requests and related forms; create
requisitions, track and process invoices for payment of training related events; and prepare
multiple conference packages for submittal to the Resources Agency, including requests for rental
of off-site facilities.

Develop, establish, and maintain confidential and administrative files. Exercise mature judgement
and initiative with the ability to maintain confidentiality of information in connection with the duties
performed. Incumbent will work with the Executive Secretary to retrieve, gather, centralize, and
maintain DES files and records in both paper and electronic versions which will require the use of
Documentum, SAP, and other office software and equipment.

Screen and redirect calls from public agencies, vendors, private sector, and individuals. Receive
visitors and telephone calls and refer them to appropriate staff members. This utilizes
considerable judgement in providing factual information in response to inquires. Receive and
distribute incoming mail. Maintain an awareness of general technical issues and routine technical
information, and provide this information to requestors as appropriate. Perform other
Administrative duties that may be requested from the Chiefs.

Other duties as required, including: serve as backup to the Executive Secretary and Office
Technician (Typing) in his/her absence or during heavy workloads; assist Administrative Officers
with periodic special projects, such as Open Enroliment and biannual Language Survey; prepare
and maintain a desk procedure manual.

KNOWLEDGES, SKILLS, AND ABILITIES

Knowledge of:
Personal computers and the standard suite of Microsoft Office software programs.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 0300-1139-003 50000331 1
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION
Vacant DES / Admin & Program Control

Pe_rl_ci:r%rét of Activity

Ability to:

- perform duties with minimal direction;

understand and follow verbal instructions;

read, understand, and follow written instructions and procedures;

- understand, learn, and proficiently use electronic data processing systems;

- consult with and advise others on time recording policies and procedures;

participate as a team player in a team environment; and

gain and maintain the confidence and cooperation of those contacted during the course of
work.

Skills to:
- interact with various levels of staff and management in a professional and courteous manner; and
- creatively solve problems.

SPECIAL PERSONAL CHARACTERISTICS: Willingness and ability to accept increasing
responsibility; and demonstrated capacity for development.

PERSONAL CONTACTS: Human Resources Office, Training Office, training coordinators, Division
staff, and the public.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS: Must have ability to juggle multiple
priorities, and meet short processing timelines when necessary to meet project deadlines.

Must be able to work productively in a demanding environment and deal with challenging customer
requirements while maintaining a calm, professional demeanor.
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Joanna Gonzales
	SUPERVISOR'S CLASS: SSM I
	personnel analyst: Andrea Riley
	personnel date: 07/27/2012
	PERCENT OF TIME: 














45%
	activity: POSITION SUMMARY
Under the direction of the Administration and Program Control Branch Chief, the incumbent performs advanced and difficult journey level tasks for the Division.  The Incumbent must demonstrate a high degree of initiative and independence in performing assigned tasks with the ability to use good judgment, and tact, and recognize high priority in exercising discretion in sensitive and confidential matters.

ESSENTIAL FUNCTIONS
This position requires the incumbent to possess a working knowledge of Department policies and procedures; work cooperatively with others at all levels within the Department; ability to work under pressure and time constraints; handle changing priorities; ensure that a high level of quality service is being provided to Management staff; and excellent communication skills.  Additionally, the incumbent must maintain consistent, regular, and predictable attendance.  The specific essential functions are:

Provide clerical and administrative support to the Chief, Administration and Program Control Branch and to the Branch Chiefs (BC) who are assigned to the Office of Environmental Compliance.  Using a variety of software programs such as Microsoft Word, Excel, Outlook, and Power Point, review and prepare memoranda, letters, reports, and other documents from written material. Type all outgoing correspondence and documents that may have been prepared by other staff members for the signature of the Chief or higher levels of the Department.  Ensure conformance with Departmental standards, consistency with administrative policy, as well as format, surname signatures, and grammatical construction and spelling are accurate; maintain a control system for locating correspondence for signature.  Manage the BC's calendars, schedule appointments, and arrange meetings with departmental staff, public or private organizations, and other State, local, or federal agencies.  Make travel arrangements; prepare in-State and out-of-State travel expense claims, conference attendance requests, and training requests for the Chiefs in compliance with Department standards and guidelines.  
	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 0300-1139-003
	sap personnel no: 
	sap position number: 50000331
	division: DES / Admin & Program Control
	mcr: 1
	percent2: 40%









10%







15%





5%






5%
	activity2: Serve as the Time Recorder for the Division and liaison to the Human Resources Payroll Office.  Notify supervisors of time approval deadlines, corrects time entries in SAP, run and analyze various reports such as the ZDUN report to notify supervisors of unapproved time; prepare documentation associated with time recording changes in SAP,  research and analyze issues concerning employees' time, attendance, and leave balances; assist staff with time entry; makes corrections upon direction of human resources staff; timely reconciliation of all attendance related issues with the appropriate Human Resources Office staff; coordinate with staff, Assistant Administrative Officers, and Human Resources staff as appropriate on various long-term leaves concerning Division staff.  

Serve as back up to the Training Coordinator in his/her absence or during heavy workloads; act as advisor and source of training information to staff and management in the preparation of training plans; prepare annual A&D Compliance Report for management's approval, and perform all related actions in SAP; prepare, monitor, and process all training requests and related forms; create requisitions, track and process invoices for payment of training related events; and prepare multiple conference packages for submittal to the Resources Agency, including  requests for rental of off-site facilities. 

Develop, establish, and maintain confidential and administrative files.  Exercise mature judgement and initiative with the ability to maintain confidentiality of information in connection with the duties performed.  Incumbent will work with the Executive Secretary to retrieve, gather, centralize, and maintain DES files and records in both paper and electronic versions which will require the use of Documentum, SAP, and other office software and equipment.  

Screen and redirect calls from public agencies, vendors, private sector, and individuals.   Receive visitors and telephone calls and refer them to appropriate staff members.  This utilizes considerable judgement in providing factual information in response to inquires.  Receive and distribute incoming mail.  Maintain an awareness of general technical issues and routine technical information, and provide this information to requestors as appropriate.  Perform other Administrative duties that may be requested from the Chiefs.

Other duties as required, including: serve as backup to the Executive Secretary and Office Technician (Typing) in his/her absence or during heavy workloads; assist Administrative Officers with periodic special projects, such as Open Enrollment and biannual Language Survey; prepare and maintain a desk procedure manual.



KNOWLEDGES, SKILLS, AND ABILITIES

Knowledge of:  
Personal computers and the standard suite of Microsoft Office software programs.


	percent 3: 
	activity3: 
Ability to: 
-  perform duties with minimal direction;
-  understand and follow verbal instructions;
-  read, understand, and follow written instructions and procedures;
-  understand, learn, and proficiently use electronic data processing systems; 
-  consult with and advise others on time recording policies and procedures;
-  participate as a team player in a team environment; and
- gain and maintain the confidence and cooperation of those contacted during the course of             
  work.

Skills to:  
- interact with various levels of staff and management in a professional and courteous manner; and
- creatively solve problems.

SPECIAL PERSONAL CHARACTERISTICS:  Willingness and ability to accept increasing responsibility; and demonstrated capacity for development.

PERSONAL CONTACTS:  Human Resources Office, Training Office, training coordinators, Division staff, and the public.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS:  Must have ability to juggle multiple priorities, and meet short processing timelines when necessary to meet project deadlines.

Must be able to work productively in a demanding environment and deal with challenging customer
requirements while maintaining a calm, professional demeanor.
	supervisor name: Joanna Gonzales
	employee name: Vacant


